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1. Service to typewri ting machines within the Agency . which is 
the primary functi on of the | 

I ~1 will be performed in accordance with the following 

procedure. The functions of this Unit will be divided into two 
categories , namely Service Calls and Shop fork. 

2* gills i Service calls will be made upon receipt of 

all requests (telephonic or requisition) to determine the extent of 
repairs required. Such action, which will be completed in a period 
of 16 hours, is intended to provide a more expeditious service on 
Minor repairs, conserve transportation facilities and manpower in 
transporting machines to the Typewriter Repair Shop for miner repairs 
and to e limina te the issuance of replacement machines, 

a. The Assistant Supervisor,! 

1 *111 perform service calls, whereas the Supervisor will 
remain in the Shop in order that ample supervision may be 
afford ed in the shop. In the absence of the Assistant Super- 
visor , mother retairman wi ll 

be dispatonea ay the supervisor , | 


b. Telephonic requests for service calls will be imme- 
diately recorded on Form No. 36-21, Request for Pickup and 
Delivery. Nbee detailed information concerning the use of 
this form will be provided under paragraph 3 below, 

c. Prior approval will be required an all requests Re- 
ceived on Form No. 36-7, Request for Supplies, Equi pment or 
Services, from eith er the Chief or Assistant Chief, ] 


d. Service calls will not exceed mm than one half hour 
par machine and will be made only for minor repairs. In the 
event it is determined that more extensive work such as over- 
hauling or cleaning is required, the repairman will inform the 
using activity at that time to submit a requisition for the 
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sort to be performed, if rot previously issued, to the Chief, 


I T \ If the using 

office is of * hi# priority level and the work is requested 
i mmediatel y. prior approva l of the Chief or Assistant Chief, 


the time limit or proceed; 
office. 


Iwill he obtained before exceeding 
lag with major repairs in the using 


3. 



Ho. 36-2 1, Request for — — w — *w *«, 

pwagxaqjh 2, will be prepared in duplicate and will be used as a basis 
for all service calls in accordance with the following: 


a, Dpoa receipt of a request, verbal or written, either 
the time of the telephonic request or the time stored on the 
reverse aide of the requisition tor the time and date stamp in 
the Office of the Chief, will be noted under SPECIAL IRSTfUKTIONS. 
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b. The repairman making the call will retain the original 
copy of Form So, 36-21 while a duplicate will remain in the Type- 
writer Repair Shop for informational purposes as to where the 
repaizwna is and what work is in progress in the event of any 
inquiries. 


c. The repairman making the calls will record the time 
required for the repairs to each machine in the space allotted 
for time on Fora Bo. 36-21. 

d. %on c deletion of the work, the repairman will obtain 
the signature of the person for whom the work has been performed 
in the space allotted for RECEIVING OFFICIAL. 

e. The repairman making the service call will, in turn, 

J ei0B his mm in the space allotted for DRIVER or FOREMAN, and 

he will, in turn, note any coasaents or findings on the reverse 
side of Form No. 36-21. 

4« 3bov Work: Shop work will be performed in accordance with the 
following: 

a* AH ma ch i ne s will be examined on service calls prior 
to being transported to the shop for repairs. 

b. Shop work will include all work which cannot be per- 
formed within the limitations established for service calls as 
prescribed above. 
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c. AH shop work lill be performed under the supervision 


of the aaxwPTleor, i 
absence, the Assistant Supervisor. 


and. in Ms 


d, Stop mack will be performed upon receipt of Fora Ho. 
36*7, Bequest, for Supplies, Equipment or Services, prepared in 
triplicate, from the requesting office which has been approv ed 
by either the Chief or Assistant Chief, | ~ 


©* Upon effecting pictaq> of the unserviceable machine, 
two copies of Fora Ho. 36-7 will be stamped "Unserviceable 

aaoMne, serial Bo. , picked up for repairs by Typewriter 

Sepeir Stop *, and signed by the repairman. 


Signature 

Cm© copy will be furnished the custodian of the machine, and 
one copy will be directed to the appropriate accountable officer. 
Spoa delivery of the repaired machine, the recipient will sign 
the or iginal Form Bo. 36*7 which will b e maintained in the files 
of the 


f. Machines to be brought into the shop will be picked up 
and delivered in accordance with current delivery schedules . 

5. fcowprtln g Damaged Property : In the event a repairman finds a 
machine, aphe process of making a service call or working in the stop, 
i&ich has a broken frame or other severe damages which are questionable 
as to whether the cause of the damages were flair wear and tear, said 
repairman will not sake a m repairs to the machine, but will report same 
to the Supervisor, for transmittal to the 

Audit Group, Services id vision f«f investigation of the circumstances 
surrounding such damages. 


a. If such damages are acted in the office an service 
calls, machines will not be brought into the shop until written 
clearance is indicated by the Audit Group on the original copy 
of For® No. 36*7. 


y The following information will b e submitted in 

to the CMef , 


& v&QOT^t frost 



on the 28th of each month. 


a. Such®* of requisitions received during month. 

b. Number of requisitions completed during month. 

on hand. 

d. Overhaul and shop work. 

e. Service calls. 

f. Total number of machines repaired. 
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g. Estimated dollar value of all work. 

h, Individual vork production for each employee. 

(l) In order to provide accurate information 
for this report, each repairman will maintain an 
individual bool: indicating each day in the month and 
the serial mu t t e r s of tbs machines worked on that 
day, md whether the repair ms shop work or service 
call. 

?. Any suggested revisions to the procedure prescribed above will 
be directed to this office for consideration and final approval. 


APPROVED t /!_ 

Chief, Services tfijislon 
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